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— Purpose —

The purpose of this User Guide is to provide detailed information for Organization
and Site administrators to carry out the tasks and responsibilities of their roles.

— Overview —

The primary responsibilities of the Organization Admin are to add and maintain
Sites, Staff, Events and Vaccine Programs at the organization level. The Site Admin
has similar responsibilities at the site level. Two notable differences between the
roles:

e Site Admins will not add or manage Organization Admins.
e Site Admins will manage only Sites and Events assigned to them.

The Organization Admin is responsible for configuring the system and providing
oversight across all areas or regions within their organization. The Organization
Admin also has the ability to manage user accounts and roles across the
organization.

— Portal Baseline Features —

Logging into the Admin Portal
Add OU Admins

Add Staff Members

Add Call Center Staff

Edit Patient Records
Add/Maintain Sites

Allocate Inventory to a Site
Add/Maintain Vaccine Programs
Create and Manage Events
Assign Staff to an Event
Follow up Event

Exports
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Creating and Accessing Admin Portal Account

1. From the Login screen, check the box to confirm you understand and will comply
with confidentiality and acceptable use rules and click Login.

2. Log into the Admin Portal using the staff credentials sent to your registered email

address.

highly secure platform

4 3 | have read and attest to adhere to the ADHS
Acceptable Use and Confidentiality Agreement

Forgot passwaort

Arizona Vaccination Program

% & o

Sign up your application on our safe and
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Sign in with your existing account

Email Address

Email Address

Password

When a user logs in as a Site Administrator, the Dashboard screen will display. You
will navigate through the system using the menu on the left side of the screen.

Note: A site administrator will only be able to look up records unless granted access

to edit records.

% Dashboard Search Advanced Search
Vaccine

Search By Appointment ID - Enter Appointment ID
@ Vaccine Group

Appointments
Q Ssites PP
22 Staff EVENT EvENT NAUE D DATE TIME
# Program
ﬂ Event
Adverse Form
9 Admin

m Clecy

FIRST MIDDLE LAST DATEOF
NAME NAME

NAME BIRTH PHONE TYPE STATUS ACTIONS

When a user logs in as an Organization Unit (OU) Administrator, the Dashboard
screen will display. You will navigate through the system using the menu on the left

side of the screen.

% Dashboard Search Advanced Search

@ Call Center

Adverse Form

® Admin

m Clear

FIRST MIDDLE LAST DATEOF

Search By Appointment ID - Enter Appointmen
Vaccine
@ Vaccine Group  Appointments
Q Sites EVENT
D EVENT NAME ID DATE  TIME NANME NAME
2 Staff
Program
B3 Event

PHONE TYPE STATUS ACTIONS

NAME  BIRTH
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When a user logs in as a State Organization Unit (OU) Administrator (State
Admin), the Dashboard screen will display. You will navigate through the system

using the menu on the left side of the screen.

% Dashboard m Advanced Search

€ OuU Admin
Search By Appointment ID
Call Center

Vaccine

Appointments.

Vaccine Group

© & o 2

FDVENT EVENT NAME ID DATE  TIME

Staff

e
i

Program

oo a ¥

Banner

FIRST MIDDLE
NAME NAME

LAST DATEOF

NAME BIRTH PHONE TYPE

STATUS ACTIONS

Adding an OU Admin - Applies to State Admins only

1. Click the OU Admin tab on the left menu bar. All OU Admins added will display on

the table.

OU Admin
€ Call Center
B Vaccine

NAME EMAIL PHONE
@ Vaccine Group

mmindividualtest@gmail.co
. Test Account (123) 456-78%0

Q Sites m

emilylabattaglia+ouadmin

Emily Admin Test (111) 111-1111

42 Staff @mtxb2b.com
Tester123111 .
* Program testingtoday test@test.com (111) 111-1111
. azdhstest+ouadmin@gmail .
(3 Event Asha OU Admin om (123) 456-8900
matthew.allen.jomieson+te
B Adverse Form Template Test ; (480) 555-5555
mplate1@gmail.com
@ Admin Asha OU Admin azdhstest+ouadminregressi
Regression on@gmail.com (623} 111-2222
E] Banner vaccineportal+eventuat@g

Test Last nome (423) 423-4342

mail.com

Search

PROFESSIONAL TITLE ORGANIZATION UNIT ACTIONS

Title Pima Edit Disable

Tester Maricopa Edit Disable

OU Admin Maricopa Edit Disable

Maricopa OU Admin Maricopa Edit Disable

Tester Maricopa Edit Disable

QU Admin Maricopa Edit Disable
Apache Edit Disable
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2. To add a new OU Admin, click Add OU Admin.

-
OU Admin Search Add OU Admin

€ Call Center

Vaccine

NAME EMAIL PHONE PROFESSIONAL TITLE ORGANIZATION UNIT ACTIONS
@ Vaccine Group
mmindividualtest@gmail.co

Test Account (123) 456-7890 Title Pima Edit
Sites m .

disable

emily.labattaglia+ouadmin

& Staff Emily Admin Test @mixbzb.com (111) 111-1111 Tester Maricopa Edit Disable
Testerl23111 S N . .
» Program testingtoday test@test.com (111) 111-1111 U Admin Maricopa Edit Disable
. azdhstest+ouadmin@gmail . .
E Event Asha QU Admin com (123} 456-8900 Maricopa OU Admin Maricopa Edit Disable
matthew.allen jamieson+te
B Adverse Form Template Test ) (480) 555-5555 Tester Maricopa Edit Disable
mplate L@gmail.com
Asha QU Admin zdhstest+ouadminregressi
© Admin ena e a trouadminregressi (623) 111-2222 OU Admin Maricopa Edit  Disable
Regression on@gmail.com
vaccineportal +eventuat@
B Banner Test Last name ner uatag (423) 423-4342 Apache Edit Disable

mail.com

3. Complete all the fields on the screen. Once completed, click Submit to save the new
OU Admin entry.

Add OU Admin e

First name * Last name *
| h—ir;t name Last name
Email * Phone number *
Email Phone number
Professional Title * Organisation Unit *
Professional Title Apache A4
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4. The newly added OU Admin will display on the table. To find an admin record, enter

their name in the Search field. To sort any of the columns, click the column header.

You can edit member details (except the email) as needed. Click Edit to update the
fields. Click Disable to disable an account.

OU Admin

NAME

New Admin

EMAIL

New.Admin@email

PHONE

(555) 123-4567

Search

Add OU Admin

PROFESSIONALTITLE ORGANIZATIONUNIT  ACTIONS

Apache Org Admin

Apache

Edit

Disable

Adding Staff to the System

1. Click the Staff tab on the left menu bar. All staff members previously entered into

the system will display on the table.

® Call Center
Staff Search Add Staff
B vaccine
Vaccine Group
NAME EMAIL PHONE PROFESSIONAL TITLE DESIGNATION ACTIONS
Sites
|+ pas
Capitol mall Site Admin :":ff"“"ij‘]::"’m‘::\”“m"‘ 1ea122) 323-2323 Maricopa Site admin Site Admin Edit
y-labe lia+maricog y
® Frogram Emily MaricopaTest :"r'll’;;i:::‘(gu‘: MAncoOpay 4 11) 111-1111 tester Site Admin Edit Disab
B Event Joe Doe vaccineportaljoe@gmailco \o4y) 7543010 Nurse Clinician Edit
- ylabattaglia+maricopa®
Adverse Form Emily Maricopa fy"'(';"‘z?h(':r:m asmancopa® 1) 111-1111 tester Staff Edit
© Admin Ravi RN Pitti pittir@azdhs.gov (321) 654-9870 RN Clinician Edit Disable
o
2. To add staff, click Add Staff.
€ Call Center
Staff Search Add Staff
B vaccine
@ Vaccine Group
p NAME EMAIL PHONE PROFESSIONALTITLE DESIGNATION ACTIONS
Sites
vaccineportal+maricopasitea
m Capitol mall Site Admin dln'm""‘qmm\ct;m pest (122) 323-2323 Maricopa Site admin Site Admin Edit  Disable
—_— . emilylabattagliasmaricopau || - cite Adm it Dieabie
#® Program mily MaricopaTest at@mixb2b.com (111) 111- tester e Admin Edit  Disable
N I +joe@gmail.c
B Event Joe Doe e eportaltjoe@gmailco q45) 754-3010 Murse Clinician Edit Dis
» o milylabattaglia+maricopa@
Adverse Form Emily Maricopa emily.labattagliasmanicopa®@ 44, 444 459 tester Staff Edit Disable
= mitxb2b.com
© Admin Ravi RN Pitti pittir@azdhs.gov (321) 654-9870 AN Clinician Ecit  Disable




-I ARIZONA DEPARTMENT
F-. OF HEALTH SERVICES Organization and Site Admin Guide V04

3. Complete all the fields for each staff member. Once entered, click Submit.

An email will be sent inviting the staff member to register for the portal.

Staff Details
First name * Last name *
First name Last name
Email * Phone number *
Email Phone number

Professional Title *

Professional Title

Role *

Select a Role -

The newly added staff member will display on the table. To find a staff record, enter
their name in the Search field. To sort any of the columns, click the column header.

You can edit member details (except the email) as needed. Click Edit to update the
fields. Click Disable to disable an account.

@ Call Center
Staff Search Add Staff

B voccine

@ \accine Group

- NAME EMAIL PHONE PROFESSIONAL TITLE  DESIGNATION ACTIONS

Sites
m New Staff New.staff@email (555) 123-4567 Clinic Supervisor Staff Edit Disable

Ernily M - emilylabattaglia+maricopau 111) 111-1111 ast Site Adm Ed Disable

* Program ly MaricopaTest at@mtxb2b.com { ) - tester ite Admin Edit Disable

I3 Event Joe Doe :::’ffm9|1m1:|\v109'\:-‘9m“" co (541) 754-3010 Nurse Clinician Edit Disable

Adverse Form Emily Maricopa T::';'g;g'z::’gl'n'mmmp“"a (111) 111-1111 tester Staff Edit Disable

@ Admin Ravi RN Pitti pittir@azdhs.gov (321) 654-9870 RN Clinician Edit Disable
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Granting access to edit patient records - Applies to State Admins only

State Admins will have the option to grant all Site Admins within an OU access to
edit patient records.

1. Click the toggle/button to enable edit access.

% Dashboard Steff » Grant all Site Admins edit Seanch
U Admin access of patientrecords
Call Center
NAME EMAIL PHONE PROFESSIONALTITLE DESIGNATION ACTIONS

Vaccine

o li .
Vaccine Group tester! testere :“'h"“"“ al0utester@omalleo oy1) 754-3010 Medicol Assistant Staff Edit  Disable

@ P 3 3

Sites Clinicion Account testazdhs@gmail.com (480) 268-1220 Clinic Monager Clinician Edit  Disable

m Emily Labattaglia ;;::‘::’“u“““"“'"w@mu (123) 111-1111 tester Clinician Edit Disable

A pop-up will display asking if you're sure you want to grant all Site Admins within
the OU the ability to edit patient records.

2. Click Yes to enable edit access.

Are you sure you want to grant all Site Admins within this OU the ability to edit patient
records? Each Site Admin within this OU will have edit access, restricted to patient
records only within the OU.

Cancel

.

If access needs to be removed from Site Admins, click the toggle/button. A pop-up
will display asking if you are sure you want to revoke access to edit patient records
from all Site Admins. Click Yes to remove access.

Are you sure you want to revoke access to edit patient records from all Site Admins? All
Site Admins within this OU will no longer be able to edit patient records.

Click here to view Staff Bulk Upload Instructions.
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Adding Call Center Staff to the System - Applies to OU Admins only

1. Click the Call Center tab on the left menu bar. All Call Center Staff previously entered
into the system will display on the table.

Vaccine

Call Center

NAME

@ Vaccine Group

Q Sites

42 Staff

* Program
(3 Event

Adverse Form

Maricopa County Call
center

Anu Call Center

Srini State Call center

Asha OU Call center

Asha OU Call center 2

Nita Maricopa Call Center
Agent

Matt State

Test TEst
9 Admin Maricopa Call center Last
name
Nito_UAT_MarAgent
2] Toggle Menu Suratha

statecallcenteragent+maricopa@gmail.e
om

(111) 111-1111

testazdhs+anucallcenter@gmail.com (480) 289-1103

vaccineportal+srinioucalicenter 1@gmail,
- ¥ 9 (767) 445-4564

azdhstest+oucalicenter@gmail. com (602) 111-3333

azdhstestsstatecalicenter2@gmailcom  (601) 111-2222

nita.surathu+uotmoragent@azdhs.gov  (111) 111-1111
matthew.allen jomieson+statemari@gm

(555) 555-5555
ail.com

vaccineportalsyumasite2345234@gmail
com

(233) 235-6565

vaccineportal+maricopalastnome@gmai
l.com " o (111) 111-1111

nita.surathu+uotmaragentl@oazdhs.gov  (602) 625-5165

OU Coll Center Agent

QU Call Center Agent

OU Call Center Agent

OU Call Center Agent

QU Call Center Agent

OU Call Center Agent

OU Call Center Agent

QU Call Center Agent

OU Call Center Agent

OU Coll Center Agent

Edit Deactivate
Edit Deactivate
Edit Deactivate

Edit Deactivate

Edit Deactivate

Edit Deactivate

Edit Deactivate

Edit Deactivate

Edit Deactivate

Edit Deactivote

2. To add a new Call Center Staff, click on Add Staff.

Note: Call center staff will have access to schedule into all events within the OU.

)

»
B
L

Call Center

Vaccine
Vaccine Group
Sites

Staff

Program
Event

Adverse Form

Admin

Call Center

NAME

Maricopa County Call
center

Anu Call Center

Srini State Call center

Asha OU Call center

Asha QU Call center
2

EMAIL
statecallcenteragent+maricopa
@gmail.com

testazdhs+anucallcenter@gmail
com
vaccineportal+srinioucallcenter

1@gmail.com

azdhstest+oucallcenter@gmail
com

azdhstest+statecallcenter2@g
mail.com

PHONE

(111) 111-1111

(480) 289-1103

(767) 445-4564

(602) 111-3333

(601) 111-2222

Search

DESIGNATION

QU Call Center Agent

OU Call Center Agent

OU Call Center Agent

0OU Call Center Agent

OU Call Center Agent

Add Staff

ACTIONS

Edit Deactivate

Edit Deactivate

Edit Deactivate

Edit Deactivate

Edit Deactivate
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3. Complete all the fields on the screen. Once completed, click Submit to save the new
Call Center Staff entry. The call center staff will receive an email to register for the
portal.

Add Call Center Staff e

First name * Last name *

First name Last name

Email * Phone number *

Email Phone number
Raole * Organisation Unit *

OU Call Center Agent - Maricopa -

The newly added call center staff member will display on the table. To find a staff
record, enter their name in the Search field. To sort any of the columns, click the
column header.

You can edit member details (except the email) as needed. Click Edit to update the
fields. Click Disable to disable an account.

® Call Center
Call Center Search Add Staff
Vaccine
@ Vaccine Group
NAME EMAIL PHONE DESIGNATION ACTIONS
9 Sites
New CallCenter  New.staff@email (555) 123-4567 OU Call Center Agent Edit Disable
&2 Staff
Anu Call Center testazdhs+anucalicenter@gmail 4o 999 1903 0OU Call Center Agent Edit Deactivate
M Program -com
Srini State Call center vnccmeFmrmHsrlmoucal\cen(er (767) 445-4564 QU Call Center Agent Edit Deactivate
m Event 1@gmail.com
Bamai
A Er Asha OU Call center ‘(’;‘f““ﬁ"“c"uceme’Eg"‘“" (602) 1113333 OU Call Center Agent Edit Deactivate
| !
@ Admin ’;“‘“ QU Call center f:;:"j;fj‘”““m center2®9501) 111-2222 0OU Call Center Agent Edit Deactivate

10
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Adding and Maintaining Sites

1. Click the Sites tab on the left menu bar.
Sites Search Add Site
NAME TELEPHONE NUMBER EMAIL BUSINESS HOURS
Test Sit 111) 111-1111 7:00 AM - 5:00 PM
M Prog
B Eve
B Adv
@ Adn
B Ban
2. To add a new Site, click Add Site.
Sites Search Add Site
O wErnEmn NAME TELEPHONE NUMBER EMAIL BUSINESS HOURS
“ Test Site 111) 111-1111 ms@azdhs.gov 7:00 AM - 5:00 PM
sa Staff State or Az 1Test S 111) 111-1111 dhs.gov 12:00 PM - 11:59 PM
N Prog
B Event
Bl Adve
@  Admi
A Ban

n
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3. Complete all of the required fields in the Clinic Details screen. Required fields are

marked with a red asterisk (*). Scroll down to complete all fields.

See below for a note on responding to the question, “Is the site inventory state
allocated (ASIIS pin is required for state allocated Inventory)”.

Entering the location into the Search Address field will autofill the address

information.

Once complete, scroll down and click Submit.

Site Details

Site Mame *

| IRMS ASIS OU admir|

ASIIS IRMS 1D

62159
Email *
vaccineportal=glendalesvent@gmail.com

Business Start Time *

06:30 AM o]

Search Address

Address *

4041 N Central Ave, Phoenix, AZ 85012, USA
Street

Straat
>reet

Suite/Apt
SuitefApt
State *

AZ

Description

Description

I5 the site Inventory state allocated (ASNIS pin is réquired for stote allocated inventory]? *
'
L) Yes @ Mo

ASIIS Facility 1D =

SISCLIEMTES67 3

Phone Number *

[425) 4545454

Business End Time *

06:00 PM @

City *

Phoenix

County *

Zip Code *
85007

12
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Note: When responding to the question, ‘Is the site inventory state allocated (ASIIS

pin is required for state allocated inventory)? Yes/No:

If yes is selected, the ASIIS pin needs to be entered.

Site Name ~

Site Name allocated inventory)? *
@ Yes O No

ASIIS Pin *

ASIIS Pin

Is the site inventory state allocated (ASIIS pin is required for state

If no is selected, the ASIIS IRMS & ASIIS Facility ID needs to be entered.

Site Name *
) -
I I‘Slte Name I allocated inventory)?
O Yes @ MNo
ASIISIRMS ID * ASIIS Facility ID *
ASIIS IRMS ID ASIIS Facility ID

Is the site inventory state allocated (ASIIS pin is required for state

3. The newly added Site will display on the Sites table. To view details for a site that has
been entered, click on the site name in the Name column.
e ou
oo  Sites
:m‘;[t - NAME TELEPHONENUMBER EMAIL BUSINESS HOURS
“ New Vaccination Site 111) 111-1111 ms@azdhs.gov M
#* Prog
B Event
B Ad
9 A
O ea
4. The site will display as in the screenshot below. To update any site details, click the

Clinic Info tab and click Edit.

Site Admin

Clinic Info Inventory

New Vaccination Site

Whatever is entered in the Descriptionfield will display here

Timings: 11:00 AM - 4:39 PM
Contact: (480) 111-2222
Email: azdhstest+ouadminregression@gmail.com

Address: 150 W Adams St, Phoenix, Arizona, United States, 85007

@
Google

Edit

]
AZDHS Vaccinal Regression Site

= Phdnix -
o Z v 2
Mesa uf

o
Chandler

D @ +

150 W Adams St, Phoenix, Arizona, United States, 85007

Tonto National
Forest

v :

Map data ©2021 Google, INEGI  Terms of Use  Report amap error

13
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5. The screen below will display. Edit the fields you want to change, then scroll down to

click Submit to save.

Site Details

Site Name *

| IRMS ASIIS OU admir|

ASIIS IRMS 1D *

69159

Emall *

vaccineportal+glendaleevent@gmail.com

Business Start Time *

06:30 AM

Address

4041 N Central Ave. Phoenix. AZ 85012, USA
Street

Street

Suite/Apt
Suite/Apt
State *

AZ

Description
Description

Is the site Inventory state ollocated (ASIIS pin is

O Yes @ No

ASIIS Facility 1D *

SISCLIENTE5673

Phone Number

(425) 454-5454

Business End Time

06:00 PM

City *

Phoenix

County *

Zip Code *

85007

required for state allocated inventory)?

o

Each Site will display an Inventory tab. You have the ability to monitor inventory
levels, download exports, as well as add new inventory for the specified Site.

Adding inventory to a Site is covered in the next section Adding Inventory to a Site.

Stock Details

Clinic Info Inventory Site Admin

NAME LOT NUMBER
Moderna COVID-19 321
Pfizer-BioNTech COVID-19 123

Search

LOT STATUS

Active

Active

EXPIRATION DATE ACTION

01-31-2021 Edit

01-31-2021

14
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Under the Site Admin tab, you will be able to view all of the Staff that has been
assigned a site admin for a particular Site.

Assigning Staff to an Event is covered in the section Adding an Event.

Clinic Info

Site Admin

NAME

Test regression Staff

Mari 5 Clinician minus three

EMAIL

vaccineportal+regstaff56996
6@gmail.com

vaccineportal+maricopareg6
clinician@gmail.com

Inventory Site Admin

PHONE

(121) 221-2121

(541) 754-3456

PROFESSIONAL TITLE

Site Admin

Nurse

Adding Inventory to a Site

1. Click the Sites tab on the left menu bar.

Add Site

Search
TELEPHONE NUMBER EMAIL BUSINESS HOURS
111) 111-1111 vms@azdhs.gov 7:00 AM - 5:00 PM
=L Staff L Site 111) 111-1111 dhs.go
* FProg
B Event
jo S
© Ad
0 eanner
2. Click on the site you would like to add inventory to.
® OU Admin .
Sites Search Add Site
® Co
B v
. NAME TELEPHONE NUMBER EMAIL BUSINESS HOURS
@ Voccine Group
New\/chnqtmnsne 111) 111-1111 vms@azdhs.gov 7:00 AM - 5:00 PM
12:00 PM - 11:59 PM

111) 111-1111

vms@azdhs.gov

15
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3. Click on the Inventory tab for the site.

Organization and Site Admin Guide V04

Clinic Info Inventory Site Admin

Stock Details Search Export Data Add New +
NAME LOT NUMBER LOT STATUS EXPIRATION DATE ACTION

Moderna COVID-19 321 Active 01-31-2021

Pfizer-BioNTech COVID-19 123 Active 01-31-2021

4. To add new Inventory, click Add New.

Clinic Info Site Admin 1
Add New +

Stock Details Search Export Data
NAME LOT NUMBER LOT STATUS EXPIRATION DATE ACTION
Moderna COVID-19 321 Active 01-31-2021
Pfizer-BioNTech COVID-19 123 Active 01-31-2021

5. Click the Vaccine dropdown to select the Vaccine and enter all of the required fields.
Required fields are marked with a red asterisk (*).

You can mark the lot number as either active or inactive under status (inventory not
in use can be marked as inactive so it does not display in the clinician portal). Once
complete, scroll down and click Submit.

. Manufacturer *

Vaccine Details

R
Vaccine
Select Vaccine - Manufacturer
MVX Code * NDC Code
MVX Cod MDC Code
CVX Code ~ CPT Code
CVX Code CPT Code

Funding Source *

Funding Source

Expiration Date *

MM/DDAYYYY

Available (Doses)

Available

Wastage (Doses) *

Wastage

Status *

Active

Presentation Type *

Presentation Type

Lot Number *

E Lot Number

Administered (Doses) *

0

Total Received (Doses) *

Total Received

16
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6. Once saved, the newly added inventory will display on the Stock Details table. You
can see which lots are active and inactive in the ‘Lot Status’ column. To update
inventory details, click on Edit.

Clinic Info Site Admin

Organization and Site Admin Guide V04

NAME LOT NUMBER LOT STATUS EXPIRATION DATE ACTION
Pfizer-BioNTech COVID-19 EWO0170 Active 0g-31-2021 Ed|‘t
Pfizer-BioNTech COVID-19 EW0162 Inactive 07-31-2021 Edit

7. A Vaccine Details pop-up will display. Edit the inventory detail fields as appropriate.
Scroll down and click Submit to save changes.

Vaccine Details o
Vaccine * Manufacturer *
Moderna COVID-19 Modemna US, Inc
MVX Code * NDC Code
MOD 80777-0273-99
CVX Code * CPT Code
207 91301
Funding Source * Presentation Type *
Pandemic Multi-dose vial
Expiration Date * Lot Mumber *
01/31/2021 321
Available (Doses) * Administered (Doses) *
1499 1
Wastage [Doses) * Total Received (Doses) *
0 1500
Status *
Active -

17
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1. Click on the Inventory tab.
Clinic Info Site Admin

NAME LOT NUMBER LOT STATUS

EXPIRATION DATE ACTION

Modema COVID-19 321 Active 01-31-2021

Pfizer-BioNTech COVID-19 123 Active 01-31-2021

2. Click Export Data.

Clinic Info Site Admin q
Stock Details Search Add New +

NAME LOT NUMBER LOT STATUS

EXPIRATION DATE ACTION
Moderna COVID-19 321 Active 01-31-2021
Pfizer-BioNTech COVID-19 123 Active 01-31-2021

3. Click Show All Exports.

Export Started !! o
)
aJ

A

Show All Exports

4. The following screen will display. Click Download to download the CSV file that has
been created of the exported inventory document.

Patients Invite Staff Upload Admin Exports

Export Requests
EXPORT ID REQUEST TYPE EVENT ID/SITE NAME DATE REQUESTED ON REQUEST STATUS AC%
622 Inventory Test Site 06-04-2021, 15:33 COMPLETED [ Download |

18
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Adding and Maintaining Vaccine Programs

1.

Click the Program tab from the left menu bar. The page below will display.

€ Call Center
Programs Search
Vaccine
@ \Vaccine Group
NAME DESCRIPTION CREATED AT
Q Sites

Azdhs Covid program 2 [

Azdr id R i
zdhs Covid Regression program 20 %

01-11-2021 10:41
~ Staff

AZDHS Cevid Pregram AZDHS Vaccination center 01-08-2021 15:25

Program

B Event Flu and covid Flu and COVID test 12-16-2020 20:43
Adverse Form Maricopa Covid Program Maricopa Program 12-13-2020 12:12
@ Admin Maricopa Operation COVID Maricopa Strong 12-11-2020 15:24

ACTIONS
Edit Deactivate
Edit Deactivate
Edit Deactivate
Edit Deactivate
Edit Deactivate

2. Click on Add Program to create a new program.

@  Call Center
Programs Search

Vaccine
@ Vaccine Group

NAME DESCRIPTION CREATED AT
Q Sites

Azdhs Covid Regression program Azdhs Covid program 2 [ 01-11-2021 10:41
22 Staff Regression]

AZDHS Covid Program AZDHS Vaccination center 01-08-2021 15:25
M Program
B Event Flu and covid Flu and COVID test 12-16-2020 20:43

Adverse Form Maricopa Covid Program Maricopa Program 12-13-2020 12:12

@ Admin Maricopa Operation COVID Maricopa Strong 12-11-2020 15:24

Add Program

ACTIONS
Edit Deactivate
Edit Deactivate
Edit Deactivate
Edit Deactivate
Edit Deactivate

3. Complete all fields of the Program Details screen. Click Submit and a new Program

has been created.

Program Details

Program Name * Status *

\Name Active

Description * Vaccine Group *

Description Select Vaccine Group

Screening Questions Header *

Question header

You can also choose multiple groups

5) -
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You have the option to edit the existing details for the program or deactivate the
program by clicking the Edit or Deactivate button.

€ Call Center
Programs Search Add Program
Vaccine

@ \Vaccine Group

NAME DESCRIPTION CREATED AT ACTIONS
Q Sites
. . Azdhs Covid program 2 [ . .
Azdh: R -11- -4
2 Staff zdhs Covid Regression program Regression] 01-11-2021 10:41 Edrt Deg CTIVCITE‘
AZDHS Covid Program AZDHS Vaccination center 01-08-2021 15:25 Edit Deactivate
W Program
[ Event Flu and covid Flu and COVID test 12-16-2020 20:43 Edit Deactivate
Adverse Form Maricopa Covid Program Maricopa Program 12-13-2020 12:12 Edit Deactivate
Q Admin Maricopa Operation COVID Maricopa Strong 12-11-2020 15:24 Edit Deactivate

4. To add screening questions or configure consent, click on the program name from
the Name column.

@® Call Center
Programs Search Add Program
Vaccine
@ \Vaccine Group
NAM DESCRIPTION CREATED AT ACTIONS
Q Sites

Azdhs Covid program 2 [

-11- 14
o G :I'_e_s_t__P_r_c_)g_r_a_m Regression] 01-11-2021 10:41 Edit Deactivate
AZDHS Covid Program AZDHS Vaccination center 01-08-2021 15:25 Edit Deactivate
W Program :
(2 Event Flu and covid Flu and COVID test 12-16-2020 20:43 Edit Deactivate
Adverse Form Maricopa Covid Program Maricopa Program 12-13-2020 12:12 Edit Deactivate
Q Admin Maricopa Operation COVID Maricopa Strong 12-11-2020 15:24 Edit Deactivate

The screen below will display.

Program Info Questions Consent

Name: Azdhs Covid Regression program

Description: Azdhs Covid program 2 [ Regression]

Screen Header: Are You A
Health Care Provider

Status: Active

Vaccine Groups

A Flu

4 CoviD 19
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5. To manage screening questions, click the Questions tab.

Program Info Consent

Questions Add
Question

LABEL TYPE ORDER REQUIRED ACTIVE ACTIONS

Are you above 75

¢ Radio 2 false true Edit Deactivate
years of age

Are you a health

. Radio 1 true true Edit Deactivate
care provider

6. Click Add Question to add screening questions. The screening questions will display
on the patient portal after the patient selects the program when scheduling an
appointment.

Program Info Consent /‘
Questions Add
Question

LABEL TYPE ORDER REQUIRED ACTIVE ACTIONS

Are you above 75

years of age Radio 2 false true Edit Deactivate

Are you a health

. Radio 1 true true Edit Deactivate
care provider
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7. Enter the screening question you would like to add and complete all of the fields.
You can use the Auto Translate to Spanish or type in the Spanish version in the
Spanish box. When done, click Submit.

Note: if the Spanish box is not populated, the question will default to the English
version.

Note: Check the “Is it required?” checkbox if the respondent will be required to
answer this question.

Click the “Is it active?” checkbox to activate the question so that it is included with
the screening questions shown to patients. If the “Is it Active?” checkbox is
unchecked, that question will not be included with the list of screening questions
shown to patients.

Add Question 9
1. Question *
English .
| c b I u x x = & = | = = = =
defaull Times New Rom | 3 - i -l [} - x o

Are you feeling sick today?
E Auto Translate for Spanish

Spanish .

i5e ha sentido enfermo hoy?

2. Question Type *

(O Text (@) Yes/No (") Mutiple Choice () Choice
3. Order *

1
s it required? s it active?
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8. You can edit questions as needed by clicking the Edit button and updating the
information within the Question screen. Remove questions by clicking Deactivate.

Program Info Consent
Question

LABEL TYPE ORDER REQUIRED ACTIVE - ACTIONS

Are you above 75

Radio
years of age

N

false true Edit Deactivate

Are you a health

. Radio
care provider

=

true true Edit Deactivate

9. Click the Consent tab to configure the Patient Consent details required for this
particular program. The consent will display on the Patient Consent screen while

scheduling an appointment.

Program Info Questions

Consents Add
Consent
LABEL DESCRIPTION CONSENTS ACTIONS
| CONSENT TO
New program consent VACCINATION name.date Edit Delete

| agree to the Terms and

L name,date Edit Delete
Conditions

10. To begin, click Add Consent.

Program Info Questions Q

Consents Add
Consent
LABEL DESCRIPTION CONSENTS ACTIONS
| CONSENT TO
New program consent VACCINATION name,date Edit Delete

| agree to the Terms and

L name,date Edit Delete
Conditions
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11.

In the Label field, enter the title of the consent.

Organization and Site Admin Guide V04

Add Consent

Label

[ Consent Demo Tes{

Description
29 C B I ¥ 5 x ¥ E £ 2

AR = o = x o

Spanish

Consent List

Sequence

Spanish v

12.1n the Description field, enter the consent text that the patient will read on the
patient portal. You can use the Auto Translate to Spanish or type in the Spanish

version in the Spanish box.

Add Consent

English

Label *

Description *

k) c B I u & x ** = = | |
A n =l - x <

Spanish

Label *

Description *
k) c B I u & x ** = = | |
A n =l - x <

il

il

]
iii
iii
o

]
iii
iii
o
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13.The Consent List field has a drop down to select the information that should show

on the Consent Page. Select the information you want to display (you can click more
than one option).

Organization and Site Admin Guide V04

Consent List

Consent List

[] Consent Text
[[] Name

[] Date

14. The Sequence field will determine the order your consent message(s) will display.
Use the up and down arrows to order the consents. If there is only one consent, “1”
should display in the Sequence field. When done click Submit.

Sequence *

1

1k

The new Consent(s) will display in the table.

Program Info Questions

Consents Add
Consent
LABEL DESCRIPTION CONSENTS ACTIONS
| CONSENT TO
New program consent VACCINATION name.date Edit  Delete

| agree to the Terms and .
o name,date Edit Delete
Conditions :
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1. To manage events, click the Events tab on the left menu bar.

[

Call Center

8

B Vaccine

Vaccine Group

0 sites EVENT ID

42 Staff 15

Program

Adverse Form

@ Admin

Events

EVENT

‘SITE NAME

Test Bon
Ocotillo

event NO
center acces:

Tempe
COVID Site

oenix

PROGRAM

ricopa

covip

coviD

Search events by site name, event name or program

START DATE

04-08-2021

12-10-2020

PRIORITY

GROUP END DATE

EVENT TYPE  STATUS

06-30-2021 @ PRIVATE FUBLISHED
Healthcare
occupations.Other
frontline essentiol
workers,25 Yeors
and Older,55
Years and

Older, Adults at
increased risk for
severe COVID-19
disease

04-01-2022 i@ PRIVATE

PUBLISHED

ACTIONS

Delete

Delete

2. To add an event, click

Add Event.

Call Center

Vaccine
EVENT ID

Vaccine Group

Q Sites

sa Staff

Program

Adverse Form

44

Admin
48

47

Events Search events by site name

EVENT

SITE NAME

Private event NO
call center

Tempe /Phoenix 5 Eio—
COVID Site ardng garege

Test

pital Mall
Porking garage
Test

Event UAT

Test Banner
Medical

PG-1B75

PG-1A Support Ocotillo Medical

er one

Ahw

COVID event one

Test Banner
Ocot

fedical

one

Capital Mall
Parking garage
Test

event name or program

PROGRAM

Maricopa
Operation COVID

Maricopa
n COVID

Operatio

Prograr

CoviD

START DATE

04-08-2021

12-10-2020

12-31-2020

01-05-2021

01-05-2021

12-15-2020

12-01-2020

.

PRIORITY

GROUP END DATE

EVENT TYPE ~ STATUS

06-30-2021 @ PRIVATE PUBLISHED
Healthcare
occupations,Other
frontiine essential
workers,25 Years
and Oider,55
Years and

Older, Adults at
increased risk for
severe COVID-19
disease
Healthcare
occupations.Other
frontline essential
workers

04-01-2022 8 PRIVATE PUBLISHED

01-31-2021 @ PUBLIC €LO!

75 Years and

02-06-2021
Older "

@ PUBLIC c

16 Years and
Older,18 Years
and Older

Other frontiine
essential

workers S5 Years
and Older.Adults
atincreased risk
for severe COVID-
19

disease Healthcar
e occupations
Healthcare
occupationsOther
frontline essential
workers,30 Years
and Older,55
Years and
Older)65 Years
and Older,Adults
atincreased risk
for severe COVID-
19 disease,

04-30-2021 @ PuBLIC

05-31-2021 @ PRIVATE

03-31-2021 & PUBLIC

ACTIONS

Delete

Delete

Delete

Delete

Delete

Delete
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3. The Event Details screen will display. Complete the required fields (marked with a
red asterisk). Select a Program to associate with this event from the Program

dropdown list containing the previously entered Programs. Scroll down and click

.
Submit.
Event Details 9
Event Name* Program *
-
Site Priority Group
- -
Email * Phone number *
Ema
Start date End date *
Start time * End time *
© Q@
Slot Duration *
Address
Search address
[ Enter address manually
Street * City *
Suitefapt County *
Suite/Apt -
State Zip code *
POC Contact Name POC Contact Number
Type *
. Limit event to county residents only
Public - O
Description
English A
Spanish v
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Note: There is a call center box to add event instructions specific to the call center.
For example, if the event has specific requirements, add them here for the call center
to see (The public will not see these notes).

Event Details 9

Put - __] Limit gvent to county residents on

Call Center Instructions

English

If you don't see a Program listed, it needs to be created by going back to the
Program tab and clicking Add Program. Click for instructions for Adding and
Maintaining a Vaccine Program.

Note: The start date, start time, end date, and end time apply to the dates and
business hours during which the event will be operational.

The slot frequency will determine the amount of time each appointment will run. For
example, if you want to add slot frequency as 60 minutes (you will just need to type
the number “60" in the Slot Duration field) and start time is 9 AM, while end time is
5 PM, the appointments will be booked for one hour each as - 9 AM -10 AM, 10 AM -T1
AM, and so on, till 4 PM - 5 PM.

Event Details
Event Name* Program *
Email * Phone number
1 date d d
) o)
Start time * End time *
09:00 AM @ 05:00 PM (c]
Slot Duration*
60
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event. If the event is marked as private, you will have the option to either allow State
Level Call Center Agents to book into it or not. If you want to allow, check the box
that reads: Allow access for State Level Call Center Agents.
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o

Event Details
Address

Street
150 N 18th Ave

Phoenix

Suite/Apt

State

Arizona

Allow access for State Level Call

Private Center Agents

ployer Phone

If an event is public, you will have the option to restrict the event to county residents

by checking the box.

Event Details

State * Zip code *

POC Contact Name POC Contact Number

Type *
D Limit event to county residents only

-

Public

4. Choose the type of event by selecting either Public or Private in the Type field.

Note: A public event can be seen by anyone who qualifies for the event, whereas a
private event is invite only or used for onsite registration.

&

Type
Public

Private

An event will be created and displayed on the Event list view, as shown in the
screenshot below.
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€ Call Center
. Events Search events by site name, event name or program Q Add Event + Filter Events >
B Vaccine
@ Vaccine Group e
° EVENT ID EVENT SITE NAME PROGRAM START DATE GROUP END DATE EVENT TYPE  STATUS
Sites
é2 Staff 15 gp  04-08-2021 06-30-2021 8 PRIVATE PUBLISHED
Health i
£ Gy oceupesions Other
m frontline essential
. 25 Years
: Capital Mal
B Adverse Form 6 C';' \__" :\ qarage 12-10-2020 04-01-2022 @ PRIVATE PUBLISHED
== Older,Adults at
@  Admin increased risk for
severe COVID-19
disease

ACTIONS

De

Note: Newly created Events will default to ‘UNPUBLISHED'. When you're ready for

the event to be available for patients to book, you will need to manually update the

status to ‘PUBLISHED'.

Note: Ensure the details of an event have been finalized before publishing. You can
use the auto translate feature to translate the description from English to Spanish or

type directly into the box.

Note: Any time you unpublish an event (even if it is temporary to edit an event), it will be

unavailable for the public to book until the status is updated to PUBLISHED again.

5. To set the number of appointments that will be available for patients to book for each
time slot or to assign staff, click on the name of the event in the Event column.

@ Call Center
Search events by site name, event name or program O\ Add Event 4 Filter Events )
Events
@ Vaccine Group PRIORITY
0 EVENT ID EVENT SITE NAME PROGRAM START DATE GROUP END DATE EVENT TYPE  STATUS ACTIONS
Sites
E Test Banner
22 Stoff 15 - o | 04-08-2021 06-30-2021 8 PRIVATE FUBLISHED Delete
Y B Healthcare
- occupations,Other
e essentiol
6 I 12-10-2020 ac55 04-01-2022 8 PRIVATE PUBLISHED Delet
& Adverse Form [ n CO e Years and e -
Older, Adults at
@  Admin increased risk for
severe COVID-19
disease
6. This screen will display. Click the Scheduler Tab.
Event Info Scheduler Staff Invitee Followup Event Export
Test Event taphurg ra
Tonto Basin -
&) pL. Tonto National
9 Forest
Program: Maricopa Operation COVID
. : h ) Phoenix
Site: Test Banner Ocotillo Medical Center one ] Private event N'H teintee Wiar e
Date: 04-08-2021 - 06-30-2021 e R Mo & e
o &) \
Timing: 8:00 AM - 8:00 PM % Shandier =0
Contact: (111) 111-1111 i [io]
Email: emily.labattaglia+testevent@mtxb2b.com :
s N +
Status: Approved 2] :
2550 N Nevada St
Chandler, Arizona 85225
Close Event
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7. The following screen will display. Click the calendar icon on the right side of the
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screen and select the date you want to set availability for.

-
UPDATE AVAILABLE SLOTS il CANCEL SELECTED APPOINTMENTS

03-29-2021

03-30-2021 03-31-2021 04-01-2021

0
10:05 AM BOOKED BOOKED  BOOKED  BOOKED  BOOM ® = BcomED BC OOKED
0 0 0 0 0 0 0
0 0 0 0 0
10:10 AM BOOKED BOOKED BOOKED BOOKED BOOKED BOOKED BOOKED
0 0 0 0 0 0 0

8. The screen will update to display the current schedule for that date. The

appointment reflects the slot duration configured in the Event configuration. We
will now review the steps for allocating the number of appointments for the time
slots.

There are three methods you can use to select the number of time slots to add
availability to. For each of the methods, when you select a time slot to edit, it will
display in yellow. Once you select the slots you want to add availability for, you will
type in the number of appointments you want to be available for that selection into
the “Slot count” field and finally, you will click Update Available Slots.

You will choose the method that best meets your needs and saves you the most
time! Next, we'll detail each method.

Note: To cancel appointments, select either the column, row, or blocks and click
‘Cancel Selected Appointments’. If patients are scheduled during that time, it will
send them an email letting them know that their appointment has been cancelled
for administrative reasons.

Method 1: Allocating for One Date and Time

1. Click the box for the date and time you wish to add availability to. In the
example below, 03/29/21 at 10:00am has been chosen.

You will see the highlighted box is yellow, letting you know that you've only
selected this date and time.
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Event Info Staff Invitee Followup Event Export
Slot count UPDATE AVAILABLE SLOTS [l CANCEL SELECTED APPOINTMENTS 03/29/2021

03-29-2021 03-30-2021 03-31-2021 04-01-2021 04-02-2021 04-03-2021 04-04-2021

o
AVAILABLE AVAILABLE AVAILABLE AVAILABLE AVAILABLE AVAILABLE AVAILABLE
10'00 AM BOOKED BOOKED BOOKED BOOKED BOOKED BOOKED BOOKED
0 0 0 Q Q 0 0
AVAILABLE AVAILABLE AVAILABLE AVAILABLE AVAILABLE AVAILABLE AVAILABLE
0 0 0 Q Q 0 0
10:05 AM
BOOKED BOOKED BOOKED BOOKED BOOKED BOCKED BOCKED
0 0 0 0 0 0
AVAILABLE AVAILABLE AVAILABLE AVAILABLE AVAILABLE AVAILABLE AVAILABLE
10:10 AM
BOOKED BOOKED BOOKED BOOKED BOOKED BOCKED BOOKED
0 0 0 0 0 0

2. Next you will enter the number of available time slots for that date and time

into the “Slot count” field and click Update Available Slots.

In the example below, the number of available appointments is currently set
to “0" for 03/29/21, but for this example we will change it to “10” by entering
into the “Slot count” box and clicking Update Available Slots.

Event Info Staff Invitee Followup Event Export
10 UPDATE AVAILABLE SLOTS [l CANCEL SELECTED APPOINTMENTS 03/29/2021
03-29-2021 03-30-2021 03-31-2021 04-01-2021 04-02-2021 04-03-2021 04-04-2021
AVAILABLE : o 1] o o ] o 0
BOOKED : o (1] o o (1] o 0
TOTAL : o o o o o o 0
AVAILABLE AVAILABLE AVAILABLE AVAILABLE AVAILABLE AVAILABLE AVAILABLE
0 0 0 0 0 0 0
1000 AM BOOKED BOCKED BOOKED BOOKED BOOKED BOOKED BOOKED
0 0 0 0 Q 0 0
AVAILABLE AVAILABLE AVAILABLE AVAILABLE AVAILABLE AVAILABLE AVAILABLE
0 0 0 0 0 0 0
10:05 AM
BOOKED BOGKED BOOKED BOOKED BOOKED BOOKED BOOKED
0 0 0 0 0 0 0
AVAILABLE AVAILABLE AVAILABLE AVAILABLE AVAILABLE AVAILABLE AVAILABLE
0 0 0 0 0 0 0
10:10 AM
BOOKED BOOKED BOOKED BOOKED BOOKED BOOKED BOOKED
0 0 0 0 0 0 0
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Notice that the number of appointments updated for just the 03/29/21 at the

10:00am time slot.

EventInfo Staff Invitee
10 UPDATE AVAILABLE SLOTS [l CANCEL SELECTED APPOINTMENTS
03-29-2021 03-30-2021 03-31-2021
10
0
10
AVAILABLE AVAILABLE AVAILABLE
10
10:00 AM
BOOKED BOOKED BOOKED
0 0 0
AVAILABLE AVAILABLE AVAILABLE
10:05 AM
BOOKED BOOKED BOOKED
0
AVAILABLE AVAILABLE AVAILABLE
0 0 0
10:10 AM
BOOKED BOOKED BOOKED
0 0 0

Followup Event Export

03/29/2021

04-01-2021 04-02-2021 04-03-2021 04-04-2021

AVAILABLE

AVAILABLE

AVAILABLE AVAILABLE

BOOKED BOOKED BOOKED BOOKED
AVAILABLE AVAILABLE AVAILABLE AVAILABLE
BOOKED BOOKED BOOKED BOOKED
AVAILABLE AVAILABLE AVAILABLE AVAILABLE
BOOKED BOOKED BOOKED BOOKED

Method 2: Allocate for an Appointment Time Over Multiple Days

1. To save time, you can change the number of available appointments for an
entire row of time slots for multiple dates. Click on one of the time slots in the
left column with times listed. In the example below, the 10:05 time row was

selected.

You can also click on multiple slots to update them at the same time.

In the example below, the entire 10:05 row was selected, as well as multiple
individually selected time slots. You will know a time slot(s) has been selected
when they are highlighted in yellow.

Every time slot highlighted in yellow will be updated when availability is
updated. Appointments highlighted in green (or not highlighted) will not be

affected by the update.

Eventinfo

UPDATE AVAILABLE SLOTS [l CANCEL SELECTED APPOINTMENTS

03-30-2021

Slot count

wauas
10
10:00 AM s
0
10:05 AM s
0
10:10 AM s
0

AVAILABLE

BOOKED

AVAILABLE

BOOKED

AVAILABLE

BOOKED

Followup Evert

03-31-2021

AVAILABLE

BOOKED

AVAILABLE

BOOKED

AVAILABLE

BOOKED

Export

03/29/2021

AVAILABLE AVAILABLE AVAILABLE AVAILABLE
BOOKED BOOKED BOOKED BOOKED
AVAILABLE AVAILABLE AVAILABLE AVAILABLE
BOOKED BOOKED BOOKED BOOKED
AVAILABLE AVAILABLE AVAILABLE AVAILABLE
BOOKED BOOKED BOOKED BOOKED
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To update availability, enter the number
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of appointments you want to make

available for those dates & times into the Slot count field.

In the example below, the number of available appointments was changed

from O to 5.

EventInfo Staff Imvitee Followup Event

UPDATE AVAILABLE 5LOTS [l CANCEL SELECTED APPOINTMENTS

03-29-2021
15
[]
15

03-30-2021

03-31-2021

10:00 AM

10:05 AM

AVAILABLE AMAILABLE

10:10 AM

BOOKED

Export

03/29/2021

04-01-2021 04-02-2021
10
0
10

04-0:

3-2021
10

04-04-2021

10

AVAILABLE

BOOKED

Method 3: Allocate for an Entire Day (or Multiple Entire Days)

The next example will work in a similar way, you choose an entire date and update

the number of available appointment slots.

1. Click on the Date Column(s) to select the date(s) you want to modify. Enter the
number of appointments you want to make available for those dates into the

“Slot count” field and click Update Available Slots.

For this example 4/5/21 and 4/6/21 were selected by clicking on the Date
Column at the top of the columns for each date (which highlighted those

dates). The number of available appointments will be updated from O to 33.

04-05-2021  04-06-2021 tewrom 04.08.2021
0 0

10:00 AM

10:00 AM

Event Info Staff Invitee Followup Event Export Eventinfo Saaff Invige Followup Event
UPDATE AVAILABLE SLOTS [l CANCEL SELECTED APPOINTMENTS ot count

04-07-2021

AALABLE RUMLAELE
0 0
BOMKED BOOKED
0 0
AAALABLE AVALARE
0 0 0 0 .
10:05 AM .
10'05 AM BOOKED BOOKED BOOKED BOOED O
0 0 0 0
HOALABLE AVNLARE AVARABLE AVALABRLE “‘HM
0 0 0 0 10:10 AM
0 0 0 0
s
AWALABLE AVALARE AVALABLE ANALARLE 0
0 0 0 0 10:15 AM =5
0 0 0 0

Export

ALABLE

BOONED

AVAARE
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Note: Asyou get more familiar with the system, you will choose the easiest method
for you to update the number of slots in the scheduler. The important thing to
remember is you have options for how you choose to modify the number of available
appointment slots.

Note: You are able to lower or increase the number of available appointments by
selecting a slot and clicking Update Available Slots to the number you want. Keep
in mind that the changes you make on the scheduler will update the number of
available appointments that the patients can book on the Patient Portal.

For instance, if there are 33 available appointments and a patient books 1
appointment, then the display would be: Available(32) Booked(1) Total(33) for that
selected slot. If a patient books slots for 4 people together (their family) then the
display will be Available(29) Booked(4) Total(33) for that selected slot.

Note: You can cancel appointments by highlighting the row, column, or individual
block and clicking on Cancel Selected Appointments and a pop-up will display
asking if you are sure you want to cancel the appointments. In doing this, it will send
a cancellation email to all patients that are registered.

Are you sure you want to cancel the selected appointment slots?

Cancellation emails will be sent out for all cancelled appointments.

Assigning Staff to an Event

1. To assign staff to an event, begin by clicking on the Event tab.

@  Call Center

Search events by site name, event name or program Q Add Event + Filter Events >
S Events

@ Voccine Group
0 st EVENT ID EVENT SITENAME  PROGRAM  START DATE Pgmp END DATE EVENT TYPE  STATUS ACTIONS
ites
Test Banner

= St 15 PrivoteeventNO 6 oty wegica)  Maticopo 04-08-2021 06-30-2021 @ PRIVATE PUBLISHED Delete
42 Stal call centeraccess  co Operation COVID .

Healthcare
occupations.Other
frontline essential
workers,25 Years
; Moricopa and OlderS5
?:S-'-f-'"g 90198 Gportioncovip | 12 10-2020 Years and
- OlderAdults at
© Admin increased risk for
aaaaaa COVID-19
disease

Program

Tempe/Phoenix | CopielMoll

COVID Site 04-01-2022 @ PRIVATE PUBLISHED Delete

I Adverse Form
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2. Click on the event in the Event column.
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€ Call Center
Search events by site name, event name or program _ Filter Events
. Events y prog Q Add Event + >

Vaccine

@ Vaccine Group
° EVENT ID EVQ 'SITE NAME PROGRAM START DATE ngﬁ‘ll:r END DATE EVENT TYPE  STATUS ACTIONS

Sites.

Private ev

= 04-08-2021 06-30-2021 8 PRIVATE PUBLISHED Delete
call center access

32 Stoff 15 n COVID

Healthcare
occupations,Other

frontline essential
Ca al workers,25 Years

M Program

Torpa / Phoanibx and Older55 y BLISHED ete

Adverse Form 6 oV S 12-10-2020 Years and 04-01-2022 & PRIVATE PUBLISHED Delet
Older,Adults at

@  Admin increased risk for

severe COVID-19
disease

3. The Event Info tab will display. Click on the Staff tab.

Scheduler Staff Invitee Followup Event Export

Test Event & T
o N i
Tontg Basin
Program: Maricopa Operation COVID @ Pl ngoia;lona‘
Site: Capital Mall Parking garage Test 1 rempefpm$covm Site
Date: 12-10-2020 - 04-01-2022 b b ol & -
il & H o w
Timing: 8:00 AM - 8:00 PM % landler o
Contact: (123) 455-6898 "; v +
Email: vaccineportal+tempeevent@gmail.com o e o ) -
Status: Approved Google Mep date ©2021 GocgleINESI Tems cf Use  Repart  mag ermor

295 N 56th St
Phoenix, AZ 85034

Unpublish
Close Event

4. Click Add Staff to begin assigning staff to this event.

Event Info Scheduler Staff Invitee Followup Event
Event Staff Details Search
NAME EMAIL PHONE DESIGNATION EVENT ROLES ACTIONS
. vaccineportal+eventa P . . .
John Smith ddtest15@gmail.com (602) 542-1160 Clinician Test Check-in Remove
Betty White :Z::gigg‘gf'ﬂ:l"z;f (602) 542-1158 Admin Test Check-in Remove
Maria Garcia :Z‘t:zgi'ég;f;:;’jgr:’ (602) 542-1161 Staff Test Check-in Remove
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5. Type in the Staff Name and select the appropriate event role or task for this staff

member. Click Save, to return to the Staff details page.

Assigning Staff To An Event

Event Role * Select Staff Name *

v
Save

6. The staff member will be added to the event with an Event Role assigned. A staff
member can be removed from an event by clicking Remove from the Staff tab.

ddtest15@gmail.com

Event Info Scheduler “ Invitee Followup Event Export
Add Staff

Event Staff Details Search
NAME EMAIL PHONE DESIGNATION EVENT ROLES ACTIONS
New Staff Entry ~ Vaceineportalreventa .o s 1160 Staff Test Check-in Remove

Private Event

1. You may need to create a new event as a Private Event that will not be available to
the public. To make an event private, select Private from the Type field in the Event

Details screen.

Organization and Site Admin Guide V04

Note: When creating a private event, you will have the option to allow access to state

call center agents. You can either check the box or leave it unchecked.

Event Details

POC Contact Name POC Contact Number

Type *
Public [C] Limit event to county residents only

Private

.....
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People who have been invited to the private event will display under the event
Invitee tab as in the following screenshot.

Event Info Scheduler Staff Invitee Followup Event Export
Invitees Search
NAME DATE OF BIRTH GENDER EMAIL INVITED
Iy I st3@
Mark Jackson 11-14-1976 Male emilylabattaglia+0223test3@mtxb 02-23-2021
2b.com
Samantha Jones 11-21-1980 Female emilylabattaglia+0223test2@mexb 02-23-2021
2b.com
Iy.labattaglia+0223testl @mixb
Jessica William 10-31-1994 Female emily.labattaglia+ estiamix 02-23-2021
2b.com
Iy I @
Janet Jackson 06-13-2000 Male emily.lebattaglia+0128private3@m 01-28-2021
txb2b.com
Iyl 1 @
Samantha Wiliams 07-10-1990 Female emilylabattaglia+0128private2@m 01-28-2021
txb2b.com

2. To upload the list of patients to invite to the event, click the Admin tab on the

left-hand side of the dashboard.

€ Call Center Patients Invite Staff Upload Admin Exports

B Vaccine

@ Vaccine Group Patient list bulk upload Sample data

9 sites [ Choose File | No file chasen

42 Staff

® Program Patients Invites Upload Details
B Event

. IMPORT ID FILE NAME CREATED DATE STATUS TOTAL RECORD SUCCESS ERROR
] Adverse Form

Click Choose File and select the csv file that has been created with the names of the
invitees for the private event. Instructions for creating a comma delimited (csv) file to
upload are in the Appendix.

Click Sample data on the screen to see an example of a file.

® Call Center Patients Invite Staff Upload Admin Exports

B Vaccine

Patient list bulk upload Sample data

o Vaccine Group

9 sites | Choose File | No file chosen
a5 Staff
% Program Patients Invites Upload Details
E Event

. IMPORT ID FILE NAME CREATED DATE STATUS TOTAL RECORD
Adverse Form
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4. Click Upload.

® Call Center Patients Invite Staff Upload Admin Exports

B Vaccine

Patient list bulk upload Sample data

Vaccine Group

V) BT Choose File ‘ Private Event Invite. CSV Up|00d
2 Staff

# Program Patients Invites Upload Details
2 Event
9
L

) IMPORT ID FILE NAME CREATED DATE STATUS TOTAL RECORD
Adverse Form

Admin

The status of the upload will display under Status as Processing or Completed. Once
the upload is Completed, this screen will display the total number of records, the
number of successful uploads, and the number of errors.

Patients Invites Upload Details

IMPORT ID FILE NAME CREATED DATE STATUS TOTAL RECORD SUCCESS ERROR
2054 17.csv 04-30-2021, 17:09 COMPLETED 1 1

2053 16.csv 04-30-2021, 15:49 COMPLETED 2

2049 15.csv 04-30-2021, 08:20 COMPLETED 5 5 o
2047 ldcsv 04-29-2021, 16:23 COMPLETED 4 4 0
2044 2021_04_29-Upload 13.csv 04-29-2021, 11:32 COMPLETED 15 15 V]
2043 2021_04_28-Upload 12.csv 04-28-2021, 08:37 COMPLETED 9 9 0
2042 2021.04_27-Upload 11.csv 04-27-2021, 16:51 COMPLETED 12 1
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Follow up Event
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Creating a 2nd dose event (a follow up) to a first dose event will let staff use the
follow up feature to schedule the appointment. It will also send an email to the
patient inviting them to register for an appointment.

To link a 2nd dose follow up event to a Ist dose event, the follow up event must
be private and held at the same site.

1. To create the follow up event, follow the instructions for Adding an Event.

Event menu.

Once the follow up event has been created, click the Followup Event tab from the

€ Call Center s . _—

B Vaccine

® vaccine Group Follow Up Details
Q sites

aa  Staff 2] NAME START DATE END DATE PRIORITY GROUP

M Program

Adverse Form

@  Admin

3. You will now link the follow up event to the Ist dose event. Click Add Follow up
Event to link a private second dose event.

@ Call Center EventInfo Scheduler Invi Followup Event q

B Vaccine

@ Vvaccine Group Follow Up Details
Q Sites

@i Staff D NAME START DATE END DATE PRIORITY GROUP

M Program

Adverse Form

@ Admin

In the dropdown that displays, you will see a list of events under the same site. Click

the event you want to link to and click Save.

Reminder: To link an event, it has to be private and the same site.

Assigning Follow Up Event

Select Event Name *

O Test Event Dose 1
[] Mesa Follow up Dose 2 COVID Event (78)

[ Diamond Backs Stadium Follow up Dose 2 (98)
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5. Once the follow up event is linked, you will see it in the follow up details.

Note: By linking a follow up event, after the first dose is given, the patient is
automatically invited to the second dose event and staff onsite will be able to use the
follow up feature in the clinician portal to book second dose appointments onsite.

Event Info Scheduler Staff Invitee Followup Event Export
Follow Up Details Add Follow up Event

ID NAME START DATE END DATE PRIORITY GROUP

12 Test EventDose 1 2020-12-15 2021-05-31

6. Under the second dose event, the Invitee tab will list all of the patients who have
been invited. Patients can schedule their follow up onsite or they can schedule (or
change) the appointment through the invitation email they will receive.

@ Call Center < Event Info Scheduler Staff Invitee Followup Event

B Vaccine
@ Vaccine Group Invitees Search
Q Sites
2a  Staff NAME DATE OF BIRTH GENDER EMAIL INVITED
W Program John Doe 11-14-1976 Male emily.labattaglia -april 04-01-2021
3@mtxb2b.com
Test Patient 11-14-1976 Male ::’;Lecr:r‘:"‘b”‘ka@m”'" 04-01-2021
2] Ad Fi i
[A] verse Form Juan Garcia 01-01-1989 Male vaccineportal+smokes 03-03-2021

elffnin15@gmail.com

@ Admin
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Export

1. You are able to export a vaccination history report or an appointment history report
from within an event. To begin, click the Export tab from the top menu.

Note: The vaccination history report shows patients that were vaccinated and done.
The appointment history report shows future and previous appointment status.

®  Call Center Event Info Scheduler Staff Invitee Followup Event Expor‘t

Vaccine

@ Vaccine Group EXpOFt

Q@ Sites “Type

&2 Staff -
M Program “ Erom “To

Adverse Form

2. Click the Type field to select which type of report to run, enter the From and To dates
to select the timeframe for the report and click Export.

Note: The timeframe cannot exceed 31 days. If an event is longer than 31 days, the
report will need to be run in 31 day increments.

Event Info Scheduler Staff Invitee Followup Event

Export

* Type

Vaccination History

Appointment History

* From *To

I B [ oo =
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3. A pop-up will display letting you know that the export has started. Click Show All
Exports to see the status of the report.

Export Started !! e
" ®

A

3

Show All Exports

4. While the report is generating, the Request Status will display as processing. Once it
completes, the status will change to Completed and you will be able to download
the file by clicking Download. The request type and event ID will display in the
column to differentiate the reports.

Note: A CSV file is generated and will be in your downloads folder.

To return to your Exports later, just click the Admin option on the left side.

28 Dashboard
O e Patients Invite Staff Upload Admin Exports
B vo
@ vaccine Group Export Requests
@ sites
s& Staff
EVENT ID/ DATE
N Program EXPORT ID REQUEST TYPE rendend REQUESTED ON REQUEST STATUS ACQ
=) Grme 623 Vaccination History Event: 15 06-04-2021, 15:48 COMPLETED |m
Adverse Form
© Admin 622 Inventory 2:;:ii':\i¥:“"m“”“ 06-04-2021, 15:33 COMPLETED [Downieed )
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Offline Upload

Offline upload can be used to import offline vaccine entries within each ev

1. To begin the offline upload, click Offline Upload.

min Guide V04

ent.

29

Offline Vaccine Administration Upload

Date).
View a sample file Demao.csy

Offline Upload Details

VACCINATION
MPORT ID EVENT ID FILE NAME IMPORTED ON G TOTAL RECORDS SUCCESS ERROR UPLOADED BY
A

Event Info Scheduler Staff Invitee Followup Event Export Offline Upbﬂd

Motes:
Event ID Vaceination Date Select file to Uplood 1. A file should contain Appointment IDs pertaining to enly a single event
10 E Choose File | No file chosen 2. File should only include vaccines administrated on the some day (some Vaccination

UPLOADED
TIMESTAMP

To review a sample file that shows all of the required fields that need to be
included, click View a sample file.

Offline Vaccine Administration Upload

Datel

View a sample file Demo.csv

Offline Upload Details '
VACCINATION

vent Info Scheduler Staff Invitee Followup Event Export

Notes:
Event ID Vaccination Date Select file to Uplood 1. A file should contain Appointment IDs pertaining to enly a single event
101 E Choose File | No file chosen 2. File should only include vaccines administrated on the same day (same Vaccination

IMPORT ID EVENT ID FILE NAME IMPORTED ON . TOTAL RECORDS SUCCESS ERROR UPLOADED BY ‘.ll’_Ol'rlleD
DATE TIMESTAMP
Note: The file type must be a .csv and have the following headers: Appointment

ID, Event ID, Patient First Name, Patient Last Name, DOB, Vaccinator, Username,
Date of Vaccination, Time of Vaccination, Vaccine Name, Vaccine Lot Number,
Dose Number, Route of Administration, Body Location, Completion Status, &

Notes.
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2. When thefile is ready to be uploaded, ensure the Event ID is correct, enter in the
Vaccination Date, and click Choose File.

Event ID Vaccination Date Select file to Upload

101 E | Choose File | No file chosen

Note: The Event ID field is read only and pre-populated and the vaccination date
is editable.

Note: A file will need to contain appointment IDs that pertain to a single event
and the file should include vaccines administered on the same day.

Once the file is uploaded, the progress will show below, under the Offline Upload

Details.
Info Scheduler Staff Invite Followup Event Export Offline Upload
Offline Vaccine Administration Upload
Notes:
Event ID Vaceination Date Select file to Uplood 1. A file sheuld contain Appointment IDs pertaining to enly a single event
101 m Choose File | No file chosen 2. File should only include vaccines administrated on the same day (same Vaccination
Date)
View a sample file Democ
Offline Upload Details
VACCINATION UPLOADED
MPORT I0 EVENT ID FILE NAME IMPORTED ON . TOTAL RECORDS SUCCESS ERROR UPLOADED BY T
DATE TIMESTAMP

Note: This process only covers already registered appointments and not onsite
walk-ins.

Note: Once the upload is complete, the appointment status will be marked as

done and the appointment completed email will be sent. It is important to
upload by the next day to prevent No Show emails from being triggered.
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Publishing an Event
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Ensure the details of an event have been finalized before publishing. At this
time, unpublishing an event to edit it may cause the loss of event data.

1. When you're ready to make an event available for patients to book, click on the
name of the event you would like to publish from the Event column.

® Call Center
B Events Search Add Event
Vaccine
@ Vaccine Group PRIORITY
0 EVENT ID EVE SITE NAME PROGRAM START DATE GROUP END DATE EVENT TYPE = STATUS ACTIONS
Sites
Test
&2 Staff 15 Event Name 04-08-2021 06-30-2021 8 PRIVATE PUBLISHED Delete
M Program Healthcare
. occupations Other
T Adversa Form 6 12-10-2020 04-01-2022 @ PRIVATE PUBLISHED Delet
Older.Adults at
@ Admin increased risk for
severe COVID-19
disease
2. Click the Event Info tab.
Event Info Scheduler Staff Invitee Followup Event Export
Test Event .
Tonto Basin -
(&0 L, Tonto National
v Forest
Program: Maricopa Operation COVID
ite: i ; h) Phoenix
Site: Test Banner Ocotillo Medical Center one o] Private evant N'II Ster Miar »
Date: 04-08-2021 - 06-30-2021 (‘;\M\R\“M M¥a
C Cha:dler @ ﬁ(ff‘
Timing: 8:00 AM - 8:00 PM %
Contact: (111) 111-1111 2’; L10}
Email: emily.labattaglia+testevent@mtxb2b.com o
Gila Bend - +
Status: Approved v Elo

2550 N Nevada St
Chandler, Arizona 85225

Close Event
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3. Click Publish to make the event live so patients can access and schedule

appointments for the event.

Staff

Event Info Scheduler

Test Event

Program: Maricopa Operation COVID

Site: Test Banner Ocotillo Medical Center one
Date: 04-08-2021 - 06-30-2021

Timing: 8:00 AM - 8:00 PM

Contact: (111) 111-1111

Email: emily.labat ia+testevent@mtxb2b.com

Status: Approved

Invitee

Followup Event Export
B
Wickenburg
” r=
Tonto Basin L4
{80} L Tonto National
w Forest
h ) _ Phoenix
o Private evént N Il center access Mism!
o Rt M¥a 5
Gila g @ ‘
() Chandler gﬁ
Y
e
2 N
e Loj
Gi :J‘I’Scnd +
9 Eloy
GO gle Map data ©2021 Google, INEGI  Terms of U; Report a map error

2550 N Nevada St
Chandler, Arizona 85225

Close Event

Search for an Event

1. To search for an event, click the Events tab on the left menu bar.

[

Call Center

b

Events

B Voccine

Vaccine Group

@ Admin

Search events by site name, event name or program

Q Add Event + Filter Events )

PRIORITY

o @ EVENT ID EVENT SITENAME  PROGRAM  START DATE GROUP END DATE EVENT TYPE  STATUS ACTIONS
es
2 Staff 15 ::”c‘:l‘c o coyp | 04-08-2021 06-30-2021 & PRIVATE FUBLISHED Delete
Healtheare
(AT occupations.Other
frontline essentiol
workers, 25 Years
AT 6 E‘\\‘:’gfl””“ ' covip | 12-10-2020 ond Qe85 04-01-2022 8 PRIVATE PUBLISHED Delete

Years and
Older,Adults at
increased risk for
severe COVID-19
disease

Once an event has been added, you can search for events using the search bar or

with the filter events option.

®  Call Center
Search events by site name, event name or program

Events

Vaccine

@ Vaccine Group

0 s EVENT ID EVENT SITENAME  PROGRAM START DATE
es

25 Stoff 15 covp | 9+-08-2021
R Program

I Adverse Form COVID Site COVID

@  Admin

Q Add Event + Filter Events »

PRIORITY
E ACTIONS
GROUP END DATE EVENT TYPE  STATUS
06-30-2021 8 PRIVATE PUBLISHED Delete
Healthcare
occupations.Other
frontline essential
warkers,25 Years
ond Older55 04-01-2022 @ PRIVATE PUBLISHED Delete

Years and
Older,Adults at
increased risk for
severe COVID-19
disease
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2. You can search for events by entering the event name, site name, or program name
into the search bar (partial searches can be done). The search will begin

automatically as you enter the information.

®  Coll Center I
- Events Search events by site name, event name or program Filter Events >
Vaccine
@ Vaccine Group PRIORITY
O & EVENT ID EVENT SITENAME  PROGRAM START DATE GROUP END DATE EVENT TYPE  STATUS ACTIONS
i Sttt 15 Private event O 04-08-2021 06-30-2021 & PRIVATE PUBLISHED Delet
R Program Healthcare
B Adverse Form % IV 5 ;' = E 12-10-2020 04-01-2022 8 PRIVATE PUBLISHED
@ Admin in
severe COVID-19
disease

Use the Filter Events option to search by Event ID, Event Name, Site Name, Program,
Start and End Date, Event Type, and Status.

Click Filter Events and the screen below will display. Enter your search criteria. The
search will begin automatically as you enter the information.

Events Search events by site name, event name or program Q, Add Event + Filter Events v
Event ID Event Name Site Name Program
|
Start Date (>=) End Date (<=) Event Type Status
= = BOTH v PUBLISHED, UNPUB... v

Note: The events table will default to active events only and closed or deleted events

can be shown by using the Filter Events option.
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Edit a Patient's Record and View/Download Vaccination Records

OUs have the ability to edit patient records. Site administrators will need to be given
access from the OU to edit patient records.

Click the Dashboard tab on the left menu bar. The dashboard will display for you to
search for a patient. The standard search criteria is by: Appointment ID, First Name &
DOB, or Last Name & DOB.

First Name and DOB
2% Dashboard S
S8 Last Name and DOB
@® OU Admin Appointment ID
Search Appointment ID v Enter Appointment ID
@ Call Center By
Vaccine .
Appointments
@ Vaccine Group
DATE
. EVENT FIRST  MIDDLE LAST ACTIO
Q Sites EVENT NAME D DATE  TIME OF PHONE ~ TYPE STATUS
D NAME ~ NAME  NAME NS
BIRTH
2a Staff
Items per page: 20 0of0
* Program

If you are unable to retrieve an appointment/patient info from a search on the
dashboard, you have additional options under the Advanced Search tool. With this
tool you can search on either Phone number or Date of Birth (DOB) and partial
spellings of the patient’s first, middle, or last name.

Organization and Site Admin Guide V04

2§ Dashboard Search Advanced Search
€ OU Admin

Phone Number Date of Birth Name

(999) 999-9999 MM/DD/YYYY Enter at least 3 letters of either first, middle or last name Search Clear

@ Call Center
Vaccine .

Appointments
® Vaccine Group
Q Si EVENT - cvenT NAME D DATE  TIME FIRST | MIDDLE| LAST | DATEOF PHONE Tvee  status ACTON

Sites D NAME  NAME NAME BIRTH

42 Staff
% Program

2. Once you find the patient's record to edit, click the gear icon in the Actions column.

Appointments
EVENT FIRST MIDDLE AST DATE OF
/E AM| 1 \i TIME HONI = —n
- EVENT NAME D DATE R e et i PHONE TYPE status  ACTIONS
-04- = ncell
63 State Farm Stadium 807 25201 7:12AM  Jane Smith 02-01-1955 (123) 456-7890  Online Cancelle *

7
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The following options will display: Edit Patient Details, Edit Vaccine Details,
Administer Vaccine, Undo Check-in, and View Change Log.

Depending on the patient's status, some options might not be enabled. Disabled
options display in grey.

m Advanced Search
/' Edit Patient Details
Search By Appointment ID - 478
l . . -
# Edit Vaccine Details
Appointments Administer Vaccine
EVENT FIRST MIDDLE ~ LAST ¥ Undo Check-In 10N
EVENT NAME ID DATE TIME
ID NAME NAME  NAME 5
secon ®© View Change Log
01-18- 446 ddose testing Lo .o
‘| 4 -
76 second2test 78 2021 PM patien today 1963 i.‘ll]l.l In Done &
t11

Editing Patient Details

The following categories will display when you select Edit Patient Details: Personal
Information, Contact Information, and Health Insurance.

Edit information on the screens as needed. Note: only “walk-in" and “call-in" type
appointments will have the option to edit the email address. Emails cannot be
edited for appointments with the “online” type.

Note: Editing the primary phone number will uncheck the SMS notification
checkbox.

Click Next to advance to the next screen when edits have been completed.

Edit Patient Details °

Personal Information Contact Information Health Insurance

All fields marked with * are required

First name Middle name * Last name

seconddosepatient11 Middle Name testingtoday

* Gender Marital Status * Date of Birth
Other - tal Stat - 06/18/1963 =

Age

57

* Ethnicity Race

NEXT >
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When you advance to the Health Insurance screen, click Save to save changes made
on any of the screens.

If fields that trigger ASIIS reporting were edited throughout this workflow, an
updated record will be sent to ASIIS.

Note: If insurance information is edited, changes only apply to the selected
appointment and NOT checked-in appointments. They will not not apply to
completed appointments.

Edit Patient Details °

nformatios Contact I

All fields marked with * are required

* Do you have Insurance?

O ves @) no

Mo Insurance

Editing Vaccine Details

Edit the fields as needed and click save when finished. Clicking Save will trigger a
delete message to ASIIS, then an add message with the new information.

Edit Vaccine Details

* Vaccinator

DakshTestfinaluat uat testing -

* Date of Vaccination * Time of Vaccination

01/18/2021 [} 2:59 pm

* Vaccine Name * Lot Number

Pfizer-BioNTech COVID-19 - 111111 -
 Manufacturer Name * Dose Number

Pfizer 1 -
* Body Location * Date of Expiry

Left Thigh -

* Completion Status * Route of Administration

Complete - Intramuscular -

Notes

na
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This functionality would be used to document a vaccine that was administered, but
not previously documented (for instance, if a patient’s status was not updated
correctly and was left as “Checked In, Not checked In, etc.).

Selecting Administer Vaccine will prompt a review of the patient's personal
information, contact information, health insurance information, screening questions,

and vaccine details.

Click Next to review information in each of the categories.

Administer Vaccine

SRl Contact Information

Al fieldls marked with * are required

* First name

Test

* Gender

Female
Age
21

* Ethnicity

Unknown

* Occupation

Healthcare occupations (practitioners, technical and support occupations) ¥

Health Insurance

Marital Status

Race

Preferred Language

English

Prefer not to answer

Screening Questions Vaccine Details

* Last name
Test
* Date of Birth
- 01/01/2000 =

When you advance to the Vaccine Details, enter the vaccine details and click Save.

Clicking save triggers an add message to be sent to ASIIS and the appointment

status will be set to Done.

Administer Vaccine

Personal Information Contact Information

All fields marked with * are required

* First name

Test

* Gender
Female

Age

21

* Ethnicity
Unknown

* Occupation

Midc

Healthcare occupations (practitioners, technical and support occupations)  ~

Health Insurance

Middle name

me

Marital Status

* Race

Preferred Language

English

Prefer not to answer

Screening Questions Vaccine Details
* Last name
Test
* Date of Birth
- 01/01/2000 [

/‘ :
Lo ]

NEXT >
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Click Undo Check-In when an appointment status needs to be updated from
Check-in/Done to Not Checked in.

A pop-up will display asking if you are sure you want to undo the check-in status for
the appointment.

Are you sure you want to undo the check-in and vaccination for this
appointment?

This appointment will revert to ‘Not Checked-In' status, and the vaccination record will be

deleted from ASIIS and VMS.

Note: The following fields will trigger an update to ASIIS: patient name, DOB, gender,
race, ethnicity, address, guardian name, vaccine date of administration, vaccine
administered, vaccine lot number, vaccine completion status, vaccine route of
administration, and vaccine administration site (body site).

View Change Log

The Change Log displays changes made to vaccination details or patient details. If a
field has been edited, it will be highlighted. The individual who updated the record
and the time the record was updated will display.

When the ‘View Change Log' is clicked, a pop-up is displayed where there are 2
tabs/sections: Vaccination Change Log and Patient Details Change Log. If a field has
changed between the prior and current entry, the box will be highlighted & it will
show the user who updated it and a timestamp. For example, in the image below,
the first name was changed and hence it is highlighted.

Change Log

Appointment ID
478

Vaccination Change Log

First Name Last Name
seconddosepatient113 testingtoday

Patient Details Change Log

Date Of Birth
06/18/1963

Phone Number
(111) 111-1111

First Name

seconddosepatient113

seconddosepatient1t

Middie Name Last Name Gender

testingtoday Other

testingtoday Other

Date Of Birth

06/18/1963

06/18/1963

Updated Updated

By Timestamp
06/03/2021
Tester 1 3:41pm

01/18/2021 2:59 pm

Note: This feature is not available for historical information. Therefore, there is no
change log for appointments made prior to the VMS 3.0 release.
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Appointment Log

Click on the Appointment ID from the dashboard to see the appointment log.

A

Searcny somoimens - || 405

Appointments
DATE
EVENT q FIRST MIDDLE LAST
EVENT NAME DATE TIME OF PHONE TYPE STATUS ACTIONS
L] NAME NAME NAME
BIRTH
secondd
01-18- ) - takingva  06-18-  (111)
101 second2test 4005 2021 4:16 PM o:‘eputle wine 1857 1111111 ‘Walk-In Done -]
n
Iltems per page: 20 1-1of1 1< < > >l

A pop-up will display that shows who created the appointment and who updated it
with the respective timestamps.

Appointment (4005)

Created By: VMS Test Account
Created At: 06/04/2021, 4:21 PM
Updated By: VMS Test Account

Last Updated At: 06/04/2021, 4:21 PM

This concludes this user guide. If you are a Site Administrator and need assistance,
please contact your Organizational Administrator.

View/Download Vaccination Records

From the dashboard, when a record is returned from searching for a patient, you can
click on the gear icon under actions where an option to view the vaccination record
will display.

Advqncerj&ﬂr(:h

Appointments
EVENT FIRST MIDDLE LAST DATE

EVENT NAME D DATE  TIME OF  PHONE  TYPE  STATUS ACTIONS

D NAME  NAME  NAME
BIRTH

State of A - Test 0z 1200 A 9 @ view Vaccination Record
101 Euene‘u rnzona €S 939 12- PM n;ﬂcﬂ Test 02- lew Vaccination Records *

= 2021 ! 2000 1111
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This will bring you to the *Vaccination Records’ screen to be able to download or print
the record. You will have the option to print an individual record for the patient or if
multiple returns display, you will be able to print or download all records.

Vaccination Records °
First Name Middle Name Last Name Date of Birth
Amanda Test 01/02/2000
VACCINE NAME MANUFACTURER VACCINATION DATE DOSE # ACTIONS
Pfizer-BioNTech COVID-19 Pfizer 02/12/2021 1 Download ¥ Print 6

Download All m
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Appendix

PATIENT BULK UPLOAD INSTRUCTIONS

Patients can be invited to private events using a comma delimited(csv) file similar to the sample listed below. This sample is also available on the
website under the Admin section.

Sample File

event_id,First Name,Last Name,DOB,Gender,Email,Street Address,City,State, Zip Code
1,Jessica,William,10/31/1994,Female,patient1.bulk8 @mailinator.com,123 Main Street,Phoenix,AZ,85001
1,Samantha,Jones,11/21/1980,Female,patient2.bulk8 @ mailinator.com,20 Boulevard Road,Phoenix,AZ,85002
1,Mark,Jackson,11/14/1976,Male,patient3.bulk8@mailinator.com,,,,

Tabular version of the sample data

event_ | First Last Zip
id Name Name DOB Gender | Email Street Address City State Code
1 | Jessica William 10/31/1994 | Female | patientl.bulk8@mailinator.com | 123 Main Street Phoenix | AZ 85001
20 Boulevard
1 | Samantha | Jones 11/21/1980 | Female | patient2.bulk8@mailinator.com | Road Phoenix | AZ 85002
1 | Mark Jackson 11/14/1976 | Male patient3.bulk8@mailinator.com

Additional Instructions

1. The header information should not be changed or removed.

2. Youcanonly upload a .csv and not a .xlsx file or other file formats.

3. Please make note of the event ID of the private event on the Event tab that the patients are being invited to and list it in the first
column.

4. The First Name, Last Name, DOB, Gender, Email are mandated/required information. The Street Address, City, State, Zip code are
optional information.

5. The address can include spaces but not commas.
Avoid additional spaces before or after the comma delimiters.
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STAFF BULK UPLOAD INSTRUCTIONS

Staff, Clinicians and Site Admins can be added into the system by OU Admin/Site Admin using a comma delimited(csv) file similar to the sample
listed below. This sample is also available on the website under the Admin section.

Sample File

First Name,Last Name,Email,Primary Phone Number,Professional Title,OU,Role

Katie, Park,staff1bulk9@ mailinator.com,(541) 754-3010,Doctor,Apache,Staff

Joe,Doe,staff2bulk9@mailinator.com,(541) 754-3010,Nurse,Apache,Clinician

Jessica,Bulk,staff3bulk9@mailinator.com,(541) 754-3010,Medical Assistant,Apache,Site Admin

Tabular version of the sample data

First Last Email Primary Phone Professional Title ou Role
Name Name Number

Katie Park stafflbulk9 @mailinator.com (541) 754-3010 Doctor Apache | Staff

Joe Doe staff2bulk9 @mailinator.com (541) 754-3010 Nurse Apache | Clinician
Jessica Bulk staff3bulk9 @mailinator.com (541) 754-3010 Medical Assistant Apache | Site Admin

Additional Instructions

The header information should not be changed or removed.

You can only upload a .csv and not a .xlsx file or other file formats.

The phone number format has to be (xxx) xxx-xxxx.

Avoid additional spaces before or after the comma delimiter. All fields are mandated/required.

Site Assignment — after upload, Site Admin can be assigned to a site by an OU Admin

Event Assignment — after upload, staff and clinicians can be assigned to one or more events by a Site Admin or OU Admin.

on ks wNE

Staff Details

57



-I ARIZONA DEPARTMENT
F-| OF HEALTH SERVICES Organization and Site Admin Guide V04

CALL CENTER STAFF BULK UPLOAD INSTRUCTIONS

Call center staff can be added into the system by OU Admin using a comma delimited(csv) file
similar to the sample listed below. The sample is also available on the website under the admin
section.

Sample File

First Name,Last Name,Email,Primary Phone Number,Professional Title,OU,Role,Site
Katie,Park,staffllbulkl72@mailinator.com,(541) 754-301@,Doctor,Apache,Staff,
Joe,Doe,staffl2bulkl72@mailinator.com, (541) 754-3010,Nurse,Apache,Clinician,
Jessica,Bulk,staffl3bulkl73@mailinator.com, (541) 754-3010,Medical Assistant,Apache,Site Admin,Followup site
Katie,Park,clcalll27@mailinator.com, (541) 754-3010,,,State Level Call Center Agent,
Joe,Doe,c2calll2g@emailinator.com, (541) 754-3010,,Apache,0U Call Center Agent,
Fessica,Bulk,c3calllz9@mailinator.com,(541) 754-3010, ,Apache,0U Call Center Agent,

Tabular version of the sample data

First Name Last Name Email Primary Phone Number Professional Title OU Role Site

Katie Park staffllbulk172@mailinator.com (541) 754-3010 Doctor Apache Staff

Joe Doe staff12bulk172@mailinator.com (541) 754-3010 Nurse Apache Clinician

lessica Bulk staffl3bulkl73@mailinator.com (541) 754-3010 Medical Assistant Apache Site Admin Followup site
Katie Park clcalll27@mailinator.com (541) 754-3010 State Level Call Center Agent

Joe Doe c2call128@0mailinator.com (541) 754-3010 Apache OU Call Center Agent

lessica Bulk c3calll29@mailinator.com (541) 754-3010 Apache OU Call Center Agent

Additional instructions

The header information should not be changed or removed.

You can only upload a .csv and not a .xIsx file or other file formats.

The phone number format has to be (xxx) XxXx-xxxx

Avoid additional spaces before or after the comma delimiter. All fields are
mandated/required

PO~
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